
Office Orders 

(From 5-7-1328 to 26-1-1338 Fasli) 

Finance Desg^tment 
H.E.H. the Nizam’s Government 



OFFICE ORDERS 


If on the papers that come up to me or are submitted to F.M . 
I pass final orders it must be understood that I do so under a 
•Special delegation from the F» M. till he hands over charge. 


(Intd.) F. A. K. 

10 - 4 - 19 . 


2 

I understand we receive two copies of Daily Balance Report 
from A. G’s office. These copies are received by the Sigha Peshi 
and one of them is immediately submitted to His Exalted Highness. 
The second copy is made over to Sighai Hisab. As the Resource 
operations are controlled by the English Branch the second copy 
mentioned above shall in future go to the English Branch. The 
Asst. Secretary in charge will kindly scrutinize the statement from 
ResQurce point of view and shall daily submit it along with the 
Central Treasury Report. 


(Intd.) F. A. K. 

26 - 4 - 19 . 


^ {y f f ^ g j C' j ) C I 
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Ut" l/J^ 

^ I (/l/’ ^ u / 


W jj>^ 


^ \ rr^u 




I want that all letters recei ve/1 in o 4 . • 
before me without fail within 5 days of should be put up 

I except Assistant Secretaries wUl^Wndlv .‘af “'P* 
assure compliance with these ordew kl necessary steps to 

S!i3?i;s^E'“ «■■•" «-i"?*s2srs,’sa' 

immediateS'y I °ra?ve them^bU" n English will be replied 
they must be put up beCe mf tie "5 -etilla 

Finance Office. ao-operation of all my friends of the 

(fntd.) F. A. K. 

12 - 6 - 19 . 

6 

J father lay down 

at most within three days of the date the ordmS ^ver"''''’ 

Approved drafts of Guyarioh i 
copied within 8 days. and Arzdashts must be fair 

fJntd ) F. A. K 


12 6 - 19 , 



a 
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>■ ^ j/f L?r/ Xj 

^ ^ ^ ;:j i m/, P V ■? ^ 

^w/1 J ^ ,ji^ i-->f 

^:C ^ tr" A /'(Ji^^ I (f^if ii [jd Jr “CT^^ 

/» /^*’? J y^ ^ ^ 'Tf I JJ 5 y J. 


1. J I (r^kJ -^y I J" I iff 

-* 5^^ i D ^ ^ (3 ^ J V t (/^/ “ 


(/ y J l/ ^tf. ^ 

* s ^ % * 

P ^ f I I^L /f ^ I ^ jJ I ^ 

y'^islJ y'^"^ >IJ^ — ^5"Uyif )j» 

9 ) L'/f ! ^ (3'^"'^ ^ 

- ^ ^ f\0^ j^\ j j:\(Jf 

Jiij’sUJiJiJh', J U,p^ Jt/ K (»^3 

(^ {J^’i [jTj ^ Jr^f^ (J'J (J P*'‘^ i J 

<d^ i- U k U(. I X ^ } I >; I y 



^ ^ ^ ^ ^ iX ^ 1 5 > A ' J y^' 

'X /ul ^^ ® ^ ^ / 





^ I '^y^/ A 


.-I—'** U7 I if'^i ^ I JUf^Ai^'9fj^’ 

^ 4c/i> /" f- U?^"^ J ^ 

^ \j I i:::^ — ^ / (/(^ (<^ U y if^ ij, 

Ulj^ /j i£l«i — {^i\j i j\i^^ \<L^^ yt i^-i \ffi 

* C/" ^ if ^:'*' **(/ iJl Vl^^i (jlj 7 5/ 

/^57' 


-*C' 





V^/‘ • 
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9 

»6 '^^jr Jr(Iij->i^d^U^^~^ ( r r A:-'>yyr ^ A 
- 4_ /(^ J'^y.'^KA^'-T.f- J(f 

v*^(/ l J I ^ 

:s ; 

♦ 

w? r A ^ i * / ^ 

10 

(jUf/O (I'l' I ^) (jLi^J^:‘^i(/>/^'>//(/>'-/'l 

^ )/ - <i— If {^‘' (J^ 

UV/c/. Ji/i^Jy 
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We have three Daftaries in the office and we must put them to 
some use. They must be made responsible for having the office 
opened and closed in their presence. One of them should come 
very early in the morning and have the office opened up in his 
presence and see that the Farrashes clear up everything. He 
may be allowed to leave office at about 2 p.m. 

The other Daftari should remain till all the clerks leave office 
and then have the office closed up. He may be allowed to attend 
office one hour late in the morning. 

The 3rd Daftari should attend during the usual office hours. 

The Daftaries shall be supposed to control all the Farrashes of 
the office and see that they do their duty properly. 

The Daftaries will be under charge of F. A. 

F. A. is herewith invested with full powers to appoint, dismiss, 
fine all Farrashes and Daftaries. Fresh appointments he may 
from time to time report to F. S. 


(Intd.) F. A. K. 

12-8-19. 

12 

The Assistants in charge of Branches are hereby authorised 
to fine, grant leave to and dismiss peons attached to their Branches, 
F. A. will exercise power of appointments of Chaprasi subject to 
F. S’s sanction. During temporary leave vacancies Assistants in 
charge will make appointments at their discretion. 


(Intd.) F. A. K. 


13 


12-8-19. 







7 


(ii/' Jtr'J jyti f 

[p (J^ ^ 


9 '" 


jcy 




t<\yf ^\S 


14 

When F. M’s orders on a file are to bring it up and 1 send it to 
the Sigha, it will be the duty of the Assistant Secretary to take 
the file up to F. M. and then show me the final orders that F M. 
records. 

Will Assistant Secretaries kindly note ? 

(Intd.) F. A. K. 

29 - 2 - 20 ."' 


15 

I wish to bring to the notice of all the sections that, owing to 
the change in the procedure, they should be very careful in dealing 
with the sanctions which the various departmental Secretaries 
communicate to the Finance Office on the basis of the President’s 
orders. It is on the basis of these letters that they will have to 
fill up their budget registers, and these letters will form the only 
data on which the sections can exercise their budget check. 

2. When these letters are received, they should not be filed 
unless the Assistant Secretary is satisfied that they tally exactly 
with the recommendations of Finance department. If, in 
any case, the recommendation of the Finance department has 
been over-ridden, it should be brought to the notice of the 
Secretary. 


(Intd.) F. A. K. 


17 - 3 - 20 . 
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16 

Sa/^ *Ji 

I ^f. L^ i^'* Ilf' ^s I J jr^ y jLy ^ij I yj^ 

i U {y^ ^ j \ Ca^u (/>-? U ~c^f lU 

ilfi* ^[y^i^ljSf 

. • 

J-'U 

17 

[Occasional procedure xihen P. S. is out] 


As very kindly permitted by the F. M. I shall be leaviag 
to'uight and come back on the llth May at the latest. 

2. Ordinary routine work will be disposed of by Nawab Rais 
Yar 'Jung Bahadur. 

3 Important cases the Assistants Secretary will take to F. M . 
whenever he directs. 

4. Council cases should as far as possible be put up before 
F. ML the very day they are received if F. M. has leisure that day. 

5. Nawab Rais Yar Jung Bahadur will attend the Council 
in connection with F. O. files that come up for discussion in the 
Council. 

6. Ordinary cases that require Sanction or confirmation of 
President should be sent out to the President’s bungalow as Soon 
as a box or tin filled up. Assistant Secretaries will send these 
files on to Mr. Kasim Sharif who will arrange to submit the file 
properly numbered and listed. 


(Intd.) F. A, K, 


26-4-20, 
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18 

•^'1^ l' ^ •- — 

<L^Ujr'^ ^ I'i/yl^l f <L^bJ 

>*'• /-jlf »y/<i_ x^*' ” 

/.jif ILL./ Lh'-'^/- (/ u> /‘J^y 

-y-^ / / J ^ (j/ ■i^'I ->> t 

^ ^ ^ ^ U^ / >' -1^ t / - /f pY* 

ij^% 

19 

I experience much inconvenience by the Branches sending in 
their papers in driblets mixing up even fair copies for signature 
with office files. 

Papers for signature should be sent up to the Peshi clerk as 
I have already instructed. 

It wiU do if every branch sends up its papers twice a day. 
Urgent papers that require to be attended to immediately can be 
sent up any time but they should be really urgent. Unnecessary 
use of urgent and very urgent slips must be avoided. 

(Intd.) F. A.K. 


29-5-20. 



10 


20 

^yt ij" 

Qif(J -I-' / (J ^ 

^ iy'iS/-^^^\f A 

-4-y: J I j:-y }/(/i_/-^'.t >'/^*i^^(J')|^7A 

^ (»■' / ^ U" ^ I * * **-^ ) ^ AT^ <1— 

fills' (J 0**5 

f^jn Ijj^ j^l* Iij:^AJfiJ A^C> 10^// / ;;?i 

I Zl t / (j ^ / (J x J1 fj f I 

(jAploiy VAlofyAl^ 5 ^^'-T / j J 1^ y 

^‘0*5 

21 

I notice that sometimes papers for signature are sent up mixed 
with cases that are sent up for orders. This unduly delays 
disposal of the former as sometimes I take home the latter. 
Papers for signature must be sent up separately. 

(Intd.) F. A. K. 


5-10-30. 



11 


J ^ ^ fftijr^s ^ w^' / rr • - — ' 

(j'lki-^^Jirr‘i:-'_:^t /"o ;y.*’ 

^>1 >j5i >-('i-^i(}{J‘)iijriL.ft 

(/ 0 ^ ^l/ ^ ^ 

I S^ i^ /f 

J / rr . :-^yiT/r»' 
c/W 

: 23 

(J '^/^lT'^J (f>-i ;^’'’-^'f 

^^(-T / 1 . iyy( I . r <1/1 ’ r 

1/ J^i(f^M-^/ifj£::^^y^^ irr^ 

/^- I } ^ — I / ^\ j j^ \ J— ( 

^1'' if y'^ i/c/^ i(j-^'<^'‘p/-ccy^'"‘^ 



12 


^ 1.<JL ^ D^Zlii!' 

J^)/ (L^ /' (j j\^ j^ 'fk j\i~‘i 

\ ) f'.Si^ ij j^'‘ ,J^ IL. ^ 

-“i—>/ 

i^ (j^iP ^ ^ Jl--Arf 

(^Jijyyir'J/i^AB : \iJ 

^ <i— ^-\ ^ (L~ k/' ^ [yi 1^ >*»^^t^£_(_/i ^ 
(f t > j (/ / tr'jj: > I/. V r'y Zl ^ y >i.» 
-iLlflJ)/' J^’-’lllJlJl^J^Mly-<i^ J^(f>^'‘lJjJ>'‘j)l 

^r -I -I / 

24 

I find that in English notes of Urdu sections the paras are not 
numbered. This should be done invariably, 

^ (Intd.) F. A. K. 


20 - 10 - 20 . 
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25 


I beg once more to draw the attention of the downstair Seghas 
to the arrangement of their files. What I wish is that the system 
of arranging files and noting should be exactly analagous to what 
is adopted by the English, Railway and Pension Branches. The 
cases received by me show that more attention of the Superin- 
tendents and more control of the Assistants Secretary is needed. 
I shall be glad if they will kindly arrange the intention of the order 
is strictly followed and the files sent up to me or to Finance Member 
are in complete order. I w^ould suggest that the serial numbering 
of letters whether they be in English or Urdu should be in one series 
and should form a separate part of the file. The Urdu notes and 
paragraphs should form another series, and the second part of the 
file. The English noting and paragraphs should form another 
series and should be the third part of the file. Notes and letters 
should never be promiscuously mixed up and each part should be 
complete in iteslf. 

(Intd.) F. A. K. 


26 


5 - 10 - 30 . 


^ If J”-' ’ ^ a 

«« « /• 

• • « 

(S ^ /i 5 f Ij^ 

CfM 


< 1 ' 






^ JP ygf* 
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27 


a ^ ' J"’ 0^'^ {j'Hi^Lllji^J^^jjlt:} Hi ^”.1)^1. ) 

^ ^ c/? If CT i U 

c/^'/ ^ ^::-4 d J If j / >/ 

C'^^L / /•■•^ OCr* 

(/^gf /y/>^ 

"l / ^ 1^ 

A v^- «. , 

If (/-’S' ^ 

(r'ir^)(^0‘/,^;_^^j_y>2_>^ ij lP^ ., 

r' ' ' 

si _> I rr •:— 'y/Td ( /^!{k-‘\s'J P ^{ 

ij~ ' (^ y^-i \ tj" i iif' 

■> > I cT -' PI j,\y \^i^,.[^f 
■^^J>i(/ 1 ^ ;?) J I rr if ^ 

yfl tiy.Jl <^Pt J )l^ I f tL.j:_A X -L 



15 


I y J yt i^J ^ ^ 


i>>' 


4 

4^ 


w/ r • / 1 / n 

28 


wir * - 1 - r / 


^ C ^'^" f l/**^'" ■ ‘r^ !: i y// C* > t 

^ y//r t ^Ajisjri) 

>^.\U-<^y^ / ■J‘\jj:i^\C—^^\>-^ jf X ^ 

^j) J\f)^^{J'\jj»^ (j j^ \ ^ j \ / ^ '^ 

[j^iJ j>^^^\j\j:^\f jhf^ p^ ^ i' <r-'(/>'V^^' 


y'-'x, ^ 

^J-\S .^u>=^ 


oo 


Letters informing Finance Member of Firmans and orders on 
Council cases of other departments may be destroyed after being 
read. They are merely informatory for Finance Member and if he 
does not see reason to raise a new point or make some sugges- 
tion — ^there is no need to keep them. They will only unneces- 
sarily swell our records. 
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Letters received up to date may be similarly destroyed 

(Intd.) R. G. 


27 - 1 - 21 . 


29 

This should be incorporated in office order book but this 
refers to only non -financial cases. 


(Intd.) F. A. K, 


29 - 1 - 21 , 


30 

When applications received in the Finance Office are sent out 
to other departments for action or report the applicants must 
invariably be informed as to what action has been taken. 

(Intd.) F. A. K. 


6 - 2 - 21 . 


31 


dh if"- 

if' ,., 0 ^ 

jiSA 

je> ^ 





17 


32 

Recently Finance Member was pleased to record a Note the 
substance of which is reproduced below : — 

Whenever any reference is made to another Department or 
office in cases in which responsibility for giving a reply or sub- 
mitting a report to higher authorities devolves on the Finance 
Office, the Assistant Secretary should personally see that the 
reference does not remain withheld within two month'^ in spite of 
issue of reminders the case should be specially reported for order'- - 

I trust Assistants Secretary will kindly help me in carrying 
out the orders of the Finance Member. 

(Intd.) F. A. K. 


17 - 4 - 30 . 


33 


J I rr > I I ‘ p ) Jp\rr > 

j^ij" 5 ji) 
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34 

As the Finance Member now uses only Fasli dates all Seghas 
and officers are requested to use only Fasli dates in notes whether 
they are in Urdu or English. 

(Inld.) F. A. K. 


35 


4-10-30. 


Finance Member is desirous of acquainting himself with 
nature and quantity of work that comes to Finance Office. 


From Saturday next all inward letters both English and Urdu 
should after diarizing be put up before the Finance Member along 
with the Inward Register. This should be done personally by 
the Inward diarists. This thing to continue provisionally for a 
fortnight wffien fresh orders of Finance Member will be taken. 


(Intd.) F. A. K. 


31-9-30. 

Mr. Datar and all Assistant Secretaries. 

36 

I should like to have a register kept of all proposals for in- 
creased provision in the' next year’s budget according to Secretariats 
and Major Heads, w'hich should show the account and the reasons 
for which increased provision has been asked for. This does not 
mean any relaxation of our decision not to allow any increased pro- 
vision above the departmental grant. 


(Intd.) A. H. 


In train to Poona, 18-8-32. 

24-5-1923. 

37 

In continuation of office order dated 31st Amerdad 1330 F., 
Finance Member has desired that all Inward letters, Urdu or 
English, received daily in Finance office, should, after diary as 
before go to the Assistant Secretary concerned, who will separate 
the important letters from the ordinary ones by stamping them 
with the words Khabil-e-Mulahiza ( ) and then 

submit them along with the ordinary ones to the Finance Member 
for favour of perusal. But the fact that they are supposed to 
submit letters to the Finance Member should not keep them from 
taking action on a case requiring immediate disposal. 

(Intd.) F. A. K. 


5-10-30, 
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. ■ f 

J i <mm9 J Cj'* 

i/i'.J ^ki iXi I j f J>''*^() '-^' 

i’.i jV y ^ ^ ^ ‘ 


ij -r^- 

ij-' U' >,^ 


• / ' ■ / 


T shall be elad if arrangements are made that no employees 
and Wards of Courts of Wards interview office establishment or 
officer bS)W the rank of Deputy Financial Secretary. Assistant 
Secretary will kindly see to this. 

No queries should be made or flies returned without authority 
of the Deputy Finance Secretary or myself. This is the general 
pmctice in the office and this should be observed by aU Seghas 

scrtipulously. 

(Intd.) F. A. K. 


18 - 10-30 
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^ ‘r-(S -' 

J^- t^tji>t>M<= >JL,^\y>Ji,. Olj-^L./ 

\p y^y^l 

J^L) 1 A{J^^' 

c/‘/vi/(r)jU>;:;^J>^U>^ (, ) 

- 0 y/i^'h'i^* ^(r*) 

7^J^ iS^^^'iIi'^J‘Jip>J''if -( /(/ ^4Lr' 

a/ i})\y}^ — Zl Xw/t-v* <£_ (^1^'' 

JyX'.^J^^. ^ ^ ^ -o X ^ ^ 

- — / >*:^ L ) )jI 

jLi'^uZl>/y. ^ jiiyj^ i-~^.c-/ii if'.i^f) 

^ ^ '/^.y 

lyd y y{/t ^ 



P^ '(}'^’~r^fj^ tjP^ p> ‘r' ■> 'Ai 

j-,iJi)o/<Aijr^-^ftj:^y,ij))A’i)'i''^A 

<imJ \ " I ^ J 

41 

1. I find that some of the Seghas address other offices on the 
following lines : — 

“ I am directed by the Financial Secretary. ’* 

2. Under the Constitution Government orders may be com- 
municated either by the Secretary or his Assistants. Therefore 
it*is not always necessary to say that the letter is being sent 
with the express permission of the Financial Secretary. 

3. The word ’ Directed ’ iS restricted for use with reference 
to Hon’ble the President and Hon’ble the Member. When it is 
said one is directed to state it is meant that the lettfeJ* is issued 
under otders of the Member of Governmeht competent !«> order, 
viz., Hon’ble the Member or Hon’ble the President or President 
in Council. 

4. Some letter forms merely provide for the addressees desig- 
nation and do not show the officer from %vhom they emanated. 
Every letter form should be headed “ From Financial Secretary.” 

(Intd.) F, A. K. 


12-12-30. 

42 

Jl (} ft J / f tJA k ^ 

If cfc/' J 
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j />^iZl //(y' 1 0 ! j ) I j ^ I — I-' if 

^y yrt^h ^ ^ 6 PJ 

^pyi^ Jfj U> 5 l 

J y"yj^ - ( ( ) 

S (yipit^M-^cC^ I / 


^ ^ C^‘ ( r ) 

J ^ y I (r) 

j U^ IVy ^ (r') 

^ (Z® Zl (i) 

/J^ / y^ ^,„^^** ^ '■^C'*^ /t (J i^ ^ y^ ^ J ^ 

— /yifil^ y' I ^ J>^ y > / t J^\ yy iL- >f ^ ^ 


^ >1^ 4 : 1 ^ J Z1 ^ (J /• V* >5/^ (/ c/^'^" 

4 — :-^- (f^> ; J !i (/' (/y Jr=’>'v I 

\e\S J ^'=^j ^ jJ^ ,^\ 2^ IL^ p 
■(^y : ,ji> y ) <iC ^ii!'' 



28 


^ iT J - ir ) 

) 

5 ^ O’ ( r ) 
y I (r) 

t // <^ J (r') 

V* C ^ ) 

J^'f ( ' 1 ) 

*« 

-tf* r ii? ( I • ) 

-(/^(r)»> 

(/^ /yir't/^Ki r 



f'frtij’/ v'jt.iT U /- 

^ 1 . U I Ui ( I ) 
(r) 
(r) 


(r*) 


I l^i 


/ X-J>t y I iZl _y» ((_/■; oj y } I j.“ U Zl ;_/ t 
^^l;«!’l tf'i-.yf: jD' ^yU)y 

K' l^i / (// 1> } Z' 4- Zl / I lyi (r') 


-jyy*’ (/ yj^ <il- I J / ) j j '(' if-'" 

^ i y U^ I w{^ ^ /f <f^ y - l//-^'* 

4^/\ /y 5 - y- 

■‘'^ 1 / ^yi- > (f') 
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/ f^h (^ ) 

V ( ^ ) 

(^) 

^ I ^ (j^ C A ) 

^ > f ( '^ ) 

U^ € <L^ ^ ^ S^ 

4 ;^ f ^ /I J ^ ^ ^ I y>i I ^ 

iC J l'lyJ'.<^>'Uyf 

^ ^ w*>**^ ^ h-^ yL I II-' 1^1 ^ I 

'-if £L^ y 


mA>. ir^ &> I ( t ) 

t (r) 
J^^(r) 

JK^) 


4 
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* ^ ^ fs^ A ^ ^ ^ y ^ / .X' ( <3 ) 

^/t ^ ‘^'^* '*^ ^ J i I (^ 1' •* 0' ^ 

^j i ( ( ) 

(r) 


U> /(^ * cA- (jj ^ I ^ (J" jiff ^ ^ jif f 
c^ ^} I ^ /^£> j J' ^ I f ^ 4 / 

‘T^^^^Xi-fc^<f---y(3' y^( I )(^Lt' 0 (p jC^ ir'^js^^ 

\ ')i^^’ 0 J I 3/,j 1^ 


I ) y^ r^jJh fj j^ q/' j:^ir^0{i^ ^ fH ^ A^ (/*/ •* r. 


2^y^(^y>u^o7 v^Cr 

-rZ-l. 


^/“‘' ^ Q J J^'t tJ J Jtr'-t y^ \ ~ *«i^y 

J 0 3 J (L^ I 

V J3i0-f^ I cfj b> iVZ. u 1 1/ ^ yX >.>> 
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'Jljy ^ !){J J i:C(/vl^ y 

wii? ta-- ) L^Cl0'^^ t ^ «~^/ f S ^ ^ '■’^^ 

( I )^> ;ii>' i 1/ Zl /i ^ J / 

Cr) {T’J ^ yt/ y6-i^» A !^/)l I- f ^ y,^ 

^ ^ ** * ^ 

f J I ^jiijii/\€ if 

it/ f - I / ^ ^ I ^ -> ^ I ^ ■? I ^ 

^^^\ff \~€ J ( J (^( f 

u.^\A J:^ UlJl^L I Jf/i 

' I f ~ " * 3 /. -J ^ y^* 


/lJl[\f'j)^ 3j^)i '/.\3>3^ £- 


y/rA (_/? I (_/ I Zl (J >':^ U ^>^>‘1 /fV 

^i_/ 

y 5y >;'V^ 
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y i > 4^1—' ^ ^ s ) 5i J ii tf^ 

if if 

>* il 1 1 >^-f / if t 

y ) 1 ^ 2/ i / <i-- U U“ 

- ^ U rX"^ y y^'* y^^U y if ; > 

L^ j II^ A j\^'^ \ \j'\^Z^\ff f C'l) 

-Zl jyf y / ^ V J:--/ J)I 
^ . , ^. v>l|^^-y^- U.<i: J >*’ > (<;) 

•• / V • 

C^ ^ j^ U^\ /^<::^ j ^\ {jy^/^'\z\p ( a ) 

^ ytci^ 

X ^ iX (f y ^ L?*Jf -‘/(jj y y-^ 

^ (jl^lf ^ij\i s^ U j J1^ ijr^ if if^ 

- cx/(i^ 

^5^ J£> 

(/ y y^-^v;^j J lij 
t/ W 


«-> I rr j ^ I ^ I 
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-V &'-^/ iS'^ 1^ 4- 1^ ft 1 r ! ytij>^£, fll 

' Ul ■^/! ‘f'Jii/^ ''tl £. y Iff / (/ <L- X 

c^'- k^u: ^ j J , ) : y 

yt i ft'j )W £^^ya' ^.is 

‘^U k(/ ij^-i/ ji^j } s' L ^ yi; ft _L ^ 

j / /-'.jif- J^'f^j-' yi ^ > ^\eij ) ; 

(j ^ t/! c/ ^ <t— ^ i > if'^/\ j i I 

Sr \ /' <C^[p (J )ij 
I ) f' ^L- ft ^ J S I (J t ^ fp-^ 


“** i V 


...... - ^»- 

^ til. ^5j i> J j-aiiv/c ^ ^ (^ l- 


ui-^'^irS' 4_Zlj//; J’yi(yi;>: - r wJ 

^ ** 

U”^ >« t ^ U .ff } ^ lj^jeL.Ji^lfjejyS 
y w{^ l^lftjOiJ^yl(J}j» 

^ DA fmJS ij (J j\) 






30 


^ / y jC/ /j" I if 

J yfi II^ Sj" I \J ^ ^ ® ^ t ^ ^ L/ ' i ^ ^ ^ Ci ^ 

/.jLi j 2«- y ^ } if I (/ 

J ^ U l;'** > / /. ^ ^/t ^ f — U ^ y 

U? yy^^y/j^o’y >? 

w> i^ri -1-^ yiT/ir-^i^2— <i:L^ jH 


c. 

u: 

c 

t- 

o' 

J^yO 

c. -. 

*b 'A ^ 

■h o 

^ r 

cr^ C- 

V* • A 

% >_! 

1 - 

tl^ 

t c 

9 V-: 

<-> V^. 

vr 

S ?y 

'*■ 3 ; Ll 

B 


■ 

A 

r' i r 



(;i (^(tf>’ j^^ii^x.Ji y (jJy^ l;^ 

wJ I rr / / 1 / j r 
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It has been noticed that office establishment and other em- 
ployees frequently petition the Hon’ble Finance Member direct. 
If any representation has to be_ made, the Constitutional course 
for them is to send up their application to the Financial Secretary 
who will either dispose of the case at his discretion or submit the 
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case for orders of the Hon’ble Finance Member. If the Financial 
Secretary’s order is not acceptable, it is open to the employees 
concerned to appeal, which the Financial Secretary would be glad 
to submit to the Hon’ble Finance Member with his opinion ; 
but they should not worry the Hon’ble Finance Member direct. 

(Intd.) A. H. 


(Intd.) F. A. K. 2-3-81. 

2-3-31. 

47 

The Hon’ble Finance Member wants the following rules to 
be observed in noting on the cases which come up for disposal to 
the Finance Office : — ^The Segah will have to state the case in the 
same manner as they are doing. The Superintendents will be res- 
ponsible to see that the statement is correct and no mistakes in 
facts or figures occur. If the statement by a Segah is not complete 
or is not clear the Superintendent should write it himself. When 
the notes come to the Assistant Secretary, he should first criticise 
the proposal without re-stating the case and then record what 
opinion he thinks should be given by the Finance Office, the object 
being to save higher officers from recording separate note and draw- 
ing the lines on which the Finance Office opinion is to be commu- 
nicated ; the draft opinion by the Finance Office would be practi- 
cally before them and they can either approve or modify as they 
think proper. As stated above, it will not be necessary for the 
Assistant Secretaries to re-state the case, but this naturally 
devolves upon them the responsibility of seeing that the case is 
usually stated in a manner fit to be sent up to the Hon’ble Finance 
Member. 

(Intd.) F. A. K. 


(Intd.) A. H. 


2-3-31. 


3-3-31. 

48 

H.F M. 

I propose the following to prevent the Hon’ble Finance 
Member being flooded with necessary routine matter during my 
absence. 

1. The Assistants in noting upon cases will express their 
opinion in a manner which, if approved, by the Hon’bie Finance 
Member, could be embodied in the Departmental Guzarish, so 
that the Hon’ble Finance Member will only have to mark the 
passage he approves and then it will be for the Assistant Secretary 
to have it decently translated and inserted in the Guzarish con- 
cerned. 
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2. Under the standing orders, calls for information in con- 
nection with tlie cases received and also obvious objections cannot 
be communicated to the departments till they are approved by 
the Finance Secretary. It would be advisable to invest the Assist- 
ants with this discretion. They would be responsible to submit 
files in a complete form, and in submitting them in a complete 
form they would be permitted to address the departments con- 
cerned without taking special orders ; but every Assistant 
Secretary in addressing a department sliould carefully see that the 
queries are so complete that ordinarily wlieii the jiapers go up to 
the Hon’ble Finance Member the necessity for a second query 
will not be felt. 

3. Assistant Secretaries may also be invested with powers 
to express departmental agreement to ordinary re-appropriations 
which do not involve a recurring charge in subsequent years or 
are not large in amount (not exceeding 1. 000). 

4. All cases, which are usually submitted for information 
and on which no further action is necessary should be sent up to 
Hon’ble Finance Member tied up with a slip ** For information 
only.” 


5. The Assistants may also be authorised to sanction leave 
and also make acting arrangements within the branch subject to 
the condition that the acting arrangements made will not invest 
the incumbents concerned with any special right or grounds of 
preference over others when permanent arrangements are being 
made. 


6. As for the pension cases, if the pension claimed is exactly 
in accordance with the rules and there is no special point of law 
or fact involved, the Assistant Secretary may have the po’wer of 
sanctioning these pensions delegated to him. The riyaiti Mali wars, 
of course, will have to come up to Hon’ble Finance Member. 

7. The Assistant Secretary in charge of Civil List and Ad- 
ministration Report should also carry on all correspondence in 
connection with the completion of these things at his own discre- 
tion, reporting for information to the Hon’ble Finance IMember only 
such cases as are of sufficient importance to be brought to his notice. 

8. With regard to the Atiayat Sega, the Assistant Secretary 
may be authorised to sanction on behalf of the Hon’ble Finance 
Member all inheritance cases in which no point of law' or fact is 
involved and in which the Assistant Accountant-General, the 
Accountant-General and the Assistant Secretary hold the same 
view. This would be subject to the limit of Rs. 50. 
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9. As for English Branch, ordinary routine matters emanat- 
ing from the Workshop, Electricity and the Mint departments 
may be left to Mr. Bertie. He should exercise discretion in sub- 
mitting only those eases which are of any importance ; he should 
not ordinarily send such eases which the Financial Secretary has 
not so far considered lit to be sent up. 

10. Mr. Bertie will a^so be responsible to exercise general 
administrative control on tlie menial establishment, make arrange- 
ments for filling vacancies and also control the contingent and extra 
contingent grants of the office. 

11. With reference to the purchase of furniture, Mr. Bertie 
will, of course, take verbal instruction from the Hon’ble Finance 
Member before he sends orders. 


12. Most of the references on the Salaries Commission Report 
have been disposed of, but it is possible more eases may 
arise, and in that case I think it would be best if the Finance Office 
iile is sent up to the Accountant-General who should make Rai 
Shankcr Pershad note on it and then express his opinion and then 
send it to Finance Office. 


13. Mr. Bertie may also be entrusted with the disposal of 
the railway matters. To save him from being overburdened with 
work, it would not be necessary that all railway files should go 
up to Hon’ble Finance Member through him, but ordinary routine 
tiles which need not be sent up to Hon’ble Finance Member the 
Registrar should have permission to send to Mr. Bertie for disposal. 

14. Old Railway shares case should be sent up by the Railway 
Branch to Mir Talib Ali Khan who should dispose them of at his 
discretion. 


(Intd.) A. H. 
2-3-31. 


(Intd.) F. A.K. 

2-3-31. 
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Superintendent of a Segha is personally responsible to see 
that the fair copies tally with approved drafts. The existence of 
a single mistake in the fairs will involve summary dismissal. The 
Assistant Secretary ^^•ill be personally responsible to see that facts 
and figures in the approved drafts arc correct. 

By order of H, F. M. 

(Intd.) P. Y. N. 

4-3-81, 
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Circulated to all Assistant Secretaries. 

(Intd.) P. V. X. 

i-'d-Bl. 


Mr. Naidu. 


Please speak. 


(Intd.) A* H. 


4-3-Sl. 


50 

Before the Weekly Report of Outstandings is submitted to 
me it should be ascertained from the Financial Secretary mth 
regard to files shown as being with him as to whether they are 
under disposal with him, or have gone to the President or the 
Member ■y)! how ? 


(Intd.) A- II 
5-3-31* 
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Ii\ all cases in which an Assistant Secretary wishes to make any 
proposal affecting Branches in charge of other Assistant Secreta- 
ries the latter’s consent or at least their views regarding the 
intend!. (1 proposal should be obtained before the same is sent up 
to me for hnal orders. 
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(Intd.) A. H. 

15 - 3 - 31 . 


In the Arzdasht submitted to His Exalted Highness in a 
certain ease, the pension due was entered as “ O.S. Bs. 616” 
instead of ” B. G. Bs. 616 ” as in the Financial Secretary’s draft. 
This was a serious ini.stakc, and Superintendents of the different 
branches of this Office arc therefore warned that the commission 
of mistakes of this sort will entail severe punishment including 
dismissal from service in extreme eases, and so they should exer- 
cise the greatest care in comparing fair copies of Arzdashts with 
approved drafts so as to ensure the accuracy of the Arzdashts 
submitted to His Exalted Highness, Assistant Secretaries will 
be held responsible for the correctness of the factvS and figures given 
in the draft Arzdashts submitted by them for approval. 

(Intd.) A. H. 


15 - 3 - 31 . 
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I have seen to-day in the Railway Branch papers a copy of a 
circular from the A.-G. No. 5 of the 20th Dai 1331 F., which is 
highly objectionable. When the draft of this came to be put in 
the Gazette Mr. Naimuddin pointed out the advisability of object- 
ing to it to Mr. Khurshid AH, who decided that the objection 
should be taken afterwards. This was not at all right. We should 
certainly not allow any notification to which any possible objection 
could be taken, especially of departments under us, to be first 
issued in the Jarida and then objected to. Secondly, I do not 
know why objection was not taken to it immediately this circular 
came to the Finance Office and why they waited until I happened 
to raise the question and sent for the file ? I am exceedingly 
disappointed with every one with regard to this particular case. 
It is rulings of this kind which arc issued lyv the A.-G. in the name 
of the Finance office that bring discredit on the office and I expect 
everyone in the Finance office from the Gazetted officers down- 
wards to loyally sec that no wrong orders are. issued by any 
department that has connection with the Finance Department. 

I also do not understand why anything in connection with the 
Gazetted and Non-gazetted Salaries Commission Report, is issued 
before the Sega which previously had dealing with these reports 
has had its say. 

(Intd.) A. H. 

1-4-31. 


H. F. M. 


am afraid I do not deserve this censure as no such action 
was taken by me in this case. 


(Intd.) S. K. A. 

4-1-22. 

As Mr. Khurshid Ali has pointed out the first portion of this 
note is based on a misapprehension on my part and I am sorry 
that Mr. Khurshid Ali should have been made to feel that I had 
censured him. 


This docs not mean that 

(1) it is not the duty of every Sega to point out any mistake 
that may in its opinion have occurred in any circular 
or letter that comes to its notice from any office. 
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(2) that all questions relating to interpretation of the Sala- 
ries Commission Report should not be put up through 
the Sega that used to deal with this report. 
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(Intd.) A. H. 

2-4-Sl. 


1 find that re-appropriations from the reserves of the different 
departments are sanctioned by us without any scrutiny as to 
whether at the time of the Budget the reserve was provided for 
any specific purposes. If it was, then any proposal for re-appro- 
priation from it should be very carefully scrutinized. The same 
remark holds good with regard to proposal for reappropriation 
from any grant made specially at the time of tlie budget for any 
specific purpose. 
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(Intd) A. H. 

17-4-31. 


It has been noticed that in the weekly progress report showing 
arrears, cases transferred by one sega to another are not entered ; 
the result is that they are not shown as outstanding either in the 
statement of the sega receiving those papers or in that of the sega 
issuing them. Papers from one sega to another are issued through 
the transit register : as soon as the case is received in the sega, it 
must be treated as an iii^vard letter received and must be shown 
in the list of arrears if it is not disposed of within the limited period. 

It is also noticed that the postings in the file pending register 
are not properly made. The object in starting that register may 
be illustrated by the example below'. Our office receives a letter 
from another Secretariat. The sega concerned replies to the sec- 
retariat that inquiries are made from the Accountant-Generars 
office. Now, so far as the Inward Diary goes, the sega has done 
its duty by attending to the communication received and sending 
a reply ; it would naturally be .showm as cleared in that register ; 
but it is obvious that the responsibility of the office remains to take 
further steps and send the reply promised. This case must be 
entered in the file pending register to watch that the promise 
made is redeemed. Similarly, to quote another instance, if any 
of the higher authorities put off a particular measure to be taken 
after some lapse of time it is clear from the inward register that the 
responsibility of the sega concerned has been fulfilled ; but to 
enable the sega to watch that they put up that file in the right 
time an entry should be made in the file pending register. 

(Intd.) F.Y.J. 
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It has been noticed that when the Finance department raises 
objections to, or advises reconsideration of. proposals received, 
or makes requests for furtlier information, the Guzarish received 
from the Secretariat is kept in the Finance office file and corres- 
pondence is conducted by means of letters. One result of this is 
that the Finance department becomc.s responsible at least appa- 
rently, for the whole of the period occupied in receiving further 
communication from the department addressed and recording 
final opinion on the Giizarish. The principle, underlying the 
procedure sanctioned for one office to send its file to another, is 
that any discussions that have got to take place should be record- 
ed on the file received. In future, if necessity, of correspondence 
arises with respect to an\’' Guzarishes received, the Guzarishes 
should be returned to the office concerned with the remarks of the 
Finance department endorsed thereon. 


(Intd.) F. Y. J. 

7-5-31. 
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In the files that are put up, some of the segas do not give 
the serial numbers of the letters received or issued. This means 
that if one has to look into those letters one haste spend some 
time on it, which ought to be the business of the sega to save. 
Every outward and inward letter entered in the notes must bear 
a serial number and whenever a sega makes any statement of facts 
it must at the same time refer to the serial number which is the 
authority for the statement. If in the sega’s note reference has 
got to be made to the previous year’s files, the authority referred 
to should be flagged. 

Seen (Intd.'i F. A. K. 

(Intd.) A. H. 7-5-31. 

7-5-31. 
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H. F. M. 

Below are a few office orders which I propose to is lue if H. F,M. 
has no objection, 


(Intd.) F. A. K. 

7-5-a^ 
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I agree with a!l except that on tlie one about instructions to 
Assistant Secretary. 

1. I would omit para. 6. I think these require more to be 

scrutinised by the Financial Secretary and issued 
under hi.s signature. 

2. Para. 4. I would for the present reserve powers of return- 

ing cases not for Finance Department with Financial 
Secretary. 


(Intd.) A. H. 

7-3-31. 


Let this be seen by all concerned and then put in the office 
ord er. 


(Intd.) F. A. K. 

S-5-31. 
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To enable me to devote more time and attention to important 
cases that T have a chance at present, the following instructions 
are issued for the guidance of my worthy Assistants : — 

1. Special attention is invited to the orders of Hon’ble 
Finance Member promulgated in the office order of 2-3-31. The 
Assistant should invariable put down the exact wording in which, 
on his opinion, the Finance Office, remarks should go. This 
refers both to cases in wdiich the Finance Office’s opinion is to be 
expressed and to cases in which the Finance Department sanction 
is to be communicated. In that office order re-statement of the 
case is not made obligatory on the Assistant, but this is subject 
to the condition that it is the duty of the Assistant to see that the 
ease is stated in a manner fit to be sent up to the Hon’ble finance 
Member. This means that if the segah statement of the case is not 
good enough either the segah has to write it again or the Assistant 
has to. do it. 

2. In Finance Office cases, which have to be sent up to 
the Hon’ble the President or to theHon’ble the President in Council, 
it would be preferable for the Assistants Secretary to kindly see 
that the noting is typed on the Guzarish paper to save the Secretary 
from making a statement of the case afresh. In these cases, the 
Assistants may offer any criticism they think advisable, but draft 
Finance Office opinion would not be necessary. Final opinion 
would be recorded by the Secretary himself. Preferably the state- 
jneiit of case should be prepared by the xAasistant himself. 



41 


3. The Secretary wants to be relieved from all responsibility 
for intermediate correspondence. When papers are sent up, the 
Assistant Secretary should see that they are in complete form even 
when this necessitates some correspondence, 

4. The Assistants are empowered to return eases received 
which, according to the Constitution, the Finance Department is 
not supposed to deal. They are also empowered to refer the in- 
quiring Officers to the Accountant-General where, under the rules, 
they should address the Accountant-General rather than the 
Finance Office. 

5. The Assistant will have full power to give final routine 
orders, for instance, for closing of the cases, for issue of reminders. 
They should refer any such cases to the Secretary only when they 
feel that they are unable to obtain replies from people concerned. 

6. Draft opinions or draft orders approved by the Hon’ble 
Finance Member will be endorsed on the departmental papers 
received in Urdu over the signature of the Assistant Secretary. 
The Assistant Secretary concerned will kindly see that, if the draft 
opinion or order is not in Urdu, it is properly translated and well 
expressed. 

7 . The First Assistant will exercise general administrative 
control on the menial establishment, make arrangements for filling 
vacancies, and will also control the contingent and extra contingent 
grants of the office, with this exception only that if additional 
furniture is to be purchased it should be either under the (Orders of 
the Hon’ble Finance Member or wdth my knowledge. 

8. Pension cases will continue to come as before ; but it is 
under consideration to shift this portion of the work, if possible, 
to the Accountant-General’s office. 

9. Assistants will be competent to sanction privilege leave 
and make acting arrangements for II and III class appointments 
from amongst the office hands and recognised umedwars. 

10. All important cases should invariably be noted upon 
in English. 


(Intd.) F. A. K. 

7 - 5 - 31 . 
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All papers connected with Revenue receipts as affecting budget 
receipt estimates or correspondence dealing with matters affecting 
resource should be dealt with by the English Branch alone. Should 
at any time a Segah be in doubt as to whether or not a particular 
communication deals wdth either of the subjects above named the 
correspondence should be sent to the English Branch to decide. 

(Intd.) F. A. K. 

19 - 5 - 31 . 
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65 

1. The English work should not be more than what it 
used to be in Mr. Glancy’s time ; in other words, cases that would 
have been dealt with in his time -in Urdu should be continued to 
be dealt with in that language. 


I Z.L Sij'i 9)1 j 

2. It will be assumed that cases which have been dealt 
with in Urdu are cases which would not have gone up to the 
Member in Mr. Glancy’s time. 


5 j ^ L \jfi !) J I — ^ ^ ^ ^ ^ ( f' ) 

3. Cases which have hitherto come to me will continue to 
do so ; only so far as cases in Urdu are concerned, they will be con- 
sidered as routine cases, which I shall initial in pencil in the margin 
in the same way as Inward letters. 


J -I- li.^ J''* c:i- U Zl / y }/ Z- t 


4. Orders in Urdu cases will issue as from the Financial 
Secretary, unless under the Constitution they have to be orders 
under the authority delegated to the Finance Member, in which 
case the words “ Hasb-ul-Hukum ” only .should be inserted above 
the Secretary’s signature. This wording will serve to distinguish 
them from orders which are issued deliberately on my orders and 
which will bear the wording “ Hasb-i-Tajwiz Sadrui Maham ’’ 
or Hasb-ul-Hukum Sadrui Maham.” 

(Intd.) A. H. 

29-6-81. 
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In future where the number of two weeks old cases is given, 
the cases with the Segah and cases with Secretary and above 
should be shown separately. 

(Intd.) F. A. K 
4-7-31 : 
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All Branches of this office are required to maintain a 
Register, in English, in which will be recorded such items of ex- 
penditure which indicate possibilities of reduction. These, 
possibilities will naturally be indicated either in the course of 
noting or in the correspondence. The Hon’ble Finance Member 
desires that when he has ordered that expenditure under a parti- 
cular head should be restricted in future he desires that this fact 
should be brought to his notice whenever a proposal is received 
applying for expenditure under that head. 

(Sd.) FAKHRUDDIN AHMED KHAN, 

Financial SEcaETABY, 
5-8*31. 
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69 

The procedure, as verbally sanctioned by the Hon’bJe Finance 
Member is that the budgets as soon as they are received will be 
dealt with by the Segahs concerned just as they used to do before. 
The Assistant Secretary concerned will kindly bring them up to me 
and I shall deal with the points raised by the Assistant in review- 
ing the budgets. Those portions of the budgets, w'hich I specially 
mark as fit to be sent up to Hon’ble Finance Member for orders, 
would be personally put up by the Assistant Secretary before the 
Hon’ble Finance Member. H. F. M. wants the Assistant Secretary 
concerned on his w’ay back from my room to see if he could have 
a chance ; if Hon’ble Finance Member is busy, then he can take 
them up at 4-30 p. m. every day. 

(Intd.) F A. K. 

5-9-31. 


70 

Before I decide finally on the office arrangements, I should 
like to have the Gradation List made out and notified, so that 
everybody may have a chance of seeing exactly where he has been 
placed from the point of view of seniority. 

2. Each Assistant Secretary should send me every six months 
Confidential Reports in English in three statements showing. 

(a) Names of persons in order of merit whom they consider 

to be fit for promotion from Class II to I. 

(b) Names of persons m order of merit whom they consider 

to be fit for promotion from Cla'sS III to II. making 
amongst these those whom they consider to be fit 
even for Class I. 

(c) Names of persons whom they consider to be slack, 

or in any way particularly not deserving of any con- 
sideration. 

3. These reports might be made in duplicate, one copy of 
which will be with the Financial Secretary, and the other with the 
Member. The first report should be submitted immediately and 
then the six-monthly reports will be the 1st and 7th month every 
year. 


(Intd.) A. H. 

19-9-81. 
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I find that there is some confusion with regard to the dealing 
of cases for loans to scholars who have not been awarded a scholar- 
ship under the rules. Also with regard to the grant of special and 
departmental scholarships. I think, it would be much better if 
they are all dealt with in the Scholarship Branch. Of course, that 
Branch will have to know particulars about the candidate’s pay,' 
service, etc., and for this the Scholarship Branch can send down the 
file for being noted upon urgently by the segah concerned. This 
will ensure both the branches knowing everything about the case. 

(Intd.) A. H. 

2 T- 10 - 31 . 
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A register should be maintained in the Finance Office which 
should rern,ain in the personal charge of the Assistant Secretary 
concerned, showing nhat commitments or promises on behalf of 
the Government had been made to people aspiring at the gazetted 
appointments in the Finance Office. The register should be in 
two parts — one for the gazetted officers in the regular cadre and 
another for the treasury superintendents. This register should 
show the name of the individual, his qualifications and the Govern- 
ment orders passed with reference to him, and also mention the 
file in which case is decided. The names of officers, who become 
eligible for appointment in the regular cadre after they pass the 
treasury officer’s examination, will, for the time being, be shown in 
the treasury officers list ; as soon as they pass that examination, 
their names will be brought into the other portion. A third Section 
in that register may also be maintained showing the names, 
according to seniority, of the various officials of the Account and 
Finance Office who have been declared successful in the subordinate 
Accounts Examination. 


(Intd.) F. A. K. 
20 - 12 - 31 . 

77 

^ Jy i j ) ly ^ / y 

I m { \r i ) 

y:f(J d i 



52 


^y^ifc/^-U f y^ A j\<^ 

j^\£^L^n ij^ oj^'-i >/}i^ 

c^i jS(^ ^ .^^j/i j \ '} y y'j^ /O^ \£^^h) 

(^\J\<^ ^li / a[B^' y 

^y f / "^ • * /-’ 

, tJ 

i^jf ij ^ -r" 

78 

I expect all Gazetted Officers of the Finance Department to 
look very carefully into Inward Letters when they come and to 
specially mark and watch the progress of such letters as require 
immediate attention to see that they are disposed of without any 
delay or if they are important letters to see that they are not lost 
sight of. I have had to pass this order on a very elementary 
principle of work and control by a case, the precis of which I am 
enclosing herewith, to show how^ notwithstanding constant re- 
minders the case remained on in the Finance Office from July up 
to now. Any repetition of such delay and oversight of reminders 
will have to be noticed with extreme severity. 

(Intd.) A. H. 


6 - 1 - 32 . 


Ail sections to note and follow instnictions carefully. 

(Intd.) F. A. K. 


6-1-82. 
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If I return a case with an enquiry it is not always necessary 
that a written reply should be given to me. It is quite open to 
the Secretary or the Assistant Secretary to bring up the case to 
me personally and explain. 


(Intd.) A. H. 


6-1-32. 


80 


F.S. 

Arzdashts and papers for the Hon’ble the President will I 
hope it is understood come to me, unless of course any of these 
cannot possibly wait for my seeing them. 


(Tiitd.) A. H. 


(Intd.) F. A. K. 


12-1-82. 


14-1-32. 


81 

All Assistant Secretaries through the Financial Secretary. 

I have been remarking that there is an interval sometimes of 
more than even a week between the date of the Sega Note and the 
date on which the Assistant Secretary has passed it. Ordinarily, 
not more than one day’.s interval should lapse and at the outside 
two days, except perhaps in very exceptional cases where the case 
is very long and complicated. I trust it will not be necessary for 
me to take notice of delays of this kind. 


(Intd.) A. H. 


(Intd.) F A.K. 


23-1-32. 


28-1-32 F. 
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A case has been noticed in which Hon’ble the President wanted 
Finance Office to re-consider the question discussed. This file 
was received in this office on 27-12-31 and up till 22-1-82 no noting 



oa the file could be commenced because some other file was re- 
quiied in that connection. Every Segah tried to shove responsi- 
bility on to the other Segah and to evade little inconvenience 
involved in getting hold of the file concerned. The Hon’ble 
the Finance Member expects that no case should be delayed on 
account of the fruitless controversies like what have been noticed 
in this case. If a segah requires a file in the possession of another 
segah the latter should, as far as possible, immediately manage to 
hand over the file to the requisitioning segah. If the file happens 
to be in the record branch the sending up of the file should not be 
delayed by more than 24 hours. The responsibility for producing 
the file will be on the segah to which the file is supposed to belong. 
If the file does not happen to be with the segah but has been sent 
up, it should not be difficult for the segah to get it back from the 
Assistant or the Secretary or the Honourable the Finance Member 
wherever it may be. The only rare case in which, perhaps, the 
segah may not help is when the file has left the office and has been 
sent up to Honourable the President or is under circulation to 
Honourable Members. In the case of such contingency the Assist- 
ant Secretaries in charge of the segahs requiring and keeping the 
file should consult each other and if the case is of such urgency that 
it cannot be delayed usual steps should be taken to get the file 
back for a short time ; if the case is not of sufficient urgency then 
it may be held back pending receipt of the file. It is hoped that 
even in this case the Assistants will kindly exercise discretion very 
carefully. 


(Intd.) F. A. K. 

24-1-32. 


In any case there should be no ceaseless interchange of notes 
but settlement by pencil reference if necessary ultimately to 
Finance Secretary. 


(Intd.) A. H. 
24-1-32. 


83 
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It has been observed that there is an increasing tendency on 
the part of Secretariats of sending their Guzarishes without the 
files to which they relate. The attention of the Assistants Sec- 
retary is drawn to the fact that the intention of Government Order 
was that files should accompany Guzarishes and w'hen this is not 
done the departments concerned should be informed that the 



proposals sent up cannot be entertained until the files relating to 
the case are also submitted. It is impressed upon all Assistants 
Secretary that the Guzarish should not be retained in their branches 
until the receipt of the files but it should be returned to the De- 
partment submitting it with the remark above referred to. 

The Assistants Secretary are requested to kindly see that 
when they put up the case the proposals are threshed out in a lucid 
and succinct manner so that one is enabled to grasp it without 
waste of time. 

A mere translation of the proposals into English is of no 
assistance. What is required from the Superintendent and Assist- 
ant Secretary is intelligent criticism. 
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(Intd.) F. .4. K. 

14-2-32. 


^ I If J"- 

-C-~ / \»x ^ ^ 
ir\ \ ^ ij ^ 



5r 


86 

«« 

'ir ^)(j U' 

(J ^ ^ ^ t;^ U? jl.'“*^ ^ -JI^> >4«J 

\J^t% ^ |j^ cil J 

j\^ \£> £^ ij}i ^ j i ij^ j'^ >}• c /^^L/iicJ'^(^i}^ 

jtl^i } j. f^\ j€ i j. ikji[j^'j^,^^y 

{}// >f (J^ J'itpyjlr^U-*/y>(?yjJ| 
*^** / 0 ^ j^ro j" j i iJL^c^ j\ )f^X' z 

i2^» U/ 1^ iii^‘ I {^”? > > >^'- ir"y* / (^ 5 >>l ^ 

w--*^ U»^* (tf> j^i Mf 


87 

The policy that we have adopted so far with reference to the 
salary disputes that come up is that we give general ruling and we 
leave it to the Audit to work out what exactly the amount due 
would be in conformity to the ruling issued. If, of course, the 
working of the ruling itself is challenged the Finance department 
have to go into it, but in that case they must have before them all 
the necessary data before an audit calculation can be made. In 
8 
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a case it has come to my notice that, while my note and the Hon’ble 
the Finance Member’s orders were merely meant to be a ruling on 
the general question put up, the Assistant Secretary in charge 
not only communicated the general ruling but fixed the amount 
which w'as payable under that ruling ; this aspect of the question 
was never scrutinised by me or the Finance Member. The Assist- 
ants Secretary will kindly see that when general rulings are threshed 
out they should not commit the Finance office hy mentioning 
a specific figure unless they have proper authority and unless it 
has become the duty of the Finance Office to mention that figure. 
In the Office note of course the figure may be mentioned to indicate 
the probable practical effect of the ruling. 


(Intd.) A. H. 

1 t-3-32. 


(Intd.) F. A. K. 

14-3-32. 
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With reference to the recent order of Hon’ble the President 
in which it was instructed that proposals should come up in Guza- 
rish form, Hon’ble the Finance Member had a talk with the Hon’ble 
the President. The Ilon’ble the President has permitted that in 
case of papers tliat have got to come up to him the present sy.stem 
of noting by the Finance Office "would quite suffice, but that when 
cases are to be circulated they should be in Guzarish form. Segas 
will kindly see that when any. case has to be submitted to the 
Hon*ble the President. It is sent up in a continuation note form, 
on blue paper if need be. 


(Intd.) F. A. K. 

1-4-32. 


89 
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Sognhs’ attention is invited to the procedure that no noting 
should l)c done on the body of a letter received except routine 
orders like “ file, ” etc. 

Although Continuation Notes are to be discontinued, yet 
wliciie v(T any letter has to be noted upon it should be on a separate 
paper. The Draft Replies shouhl also be on separate paper and 
not on the body of the inward lettcns. 


(liitd.) F. A. K. 

28-5-32. 
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F. S. 

I am now getting Office Notes in increasing imnibers without 
the paragraphs being numbered, so that it is difficult for me to 
refer to them in my orders. Could you kindly get the Assistant 
Secretaries to sec to this ? 

25-3-23 F. 


(Intd.) A. II. 

20»3 32. 

Circulate after which this may be put in Office Order book and 
circulated. 


(Intd.) F. A. K. 

20 - 9 - 32 . 
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I sec in recording opinions the terms “ F. O, ” or “ Finance 
Office ” is used which is not correct. The Finance Office is an 
Office (Deftar) under the Finance Member. The proper nomenc- 
lature is “ Finance Department,” which means the Department 
(Serishta) of Government entrusted with the control of the finance 
as represented by the Finance Member. 


(Intd.) A. H. 
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F. S. 

I think it would be desirable for every Sega to keep a register 
in English of the personal allowances and other special concessions 
that from time to time are sanctioned and a consolidated one might 
be kept in the Accounts Branch in English. 

18-4-23 (Intd.) A. H. 

7-7-32. 

Mr. Kasim Shrief put this an office order in the book and cir- 
culate. 


(Intd.) F. A. K. 

13-7-32. 
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In every financial case the Segah notes must discuss the ques- 
tion of provision. Assistants Secretary should kindly personally 
satisfy themselves that the provision exists and in case the printed 
budget give no clue they should enquire from the Accountant- 
General or insist on the department producing accounts certificate. 
The Certificate of existence of provision will be accepted on the 
personal responsibility of the Asst. Secretary. 

(Intd ) F. A. K. 

11-9-32. 

(Intd.) A. H. 

12-9-32. 
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According to the arrangement sanctioned by Hon’ble the 
Finance Member the Budgets were supposed to start coming to the 
Finance Office on 5th Amerdad, and the understanding is that the 
Accountant-General will have to send up this last Budget by the 
end of this month, and that the Finance Office will be able to return 
all Budgets by the 7th Shahrawar. It is found that up till now’ 
only 8 Budgets have been received, three of which have been 
passed ; the others have to come before the F. S. and have to be 
submitted to Hon’ble the Finance Member. It appears that the 
Budget work in both offices requires to be speeded up. It is, there- 
fore, ordered that to ensure punctual submission of the Budget 
the Budget work should be given precedence over all both in the 
Finance and Accounts Offices. In case any cases are to be held 
back in the Finance Office Segas on account of the Budget rush 
it will be for the Assistants to w’rite to the departments, with the 
knowledge of the Financial Secretary, that such and such cases of 
theirs have been held back pending disposal of the Budget a w eekly 
list of cases so held back should be submitted ever\' Saturday with 
weekly progress report for the information of the F. S. and the 
F. M. It is absolutely necessary that the Budget be submitted 
in the right time. 

(Intd.) F. Y. J. 

18-9^. 


To be issued after approval of H. F. INI. 

Submitted, F. Y. J. 

18-9-32. 
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The following order of Hon’ble the Finance Member is com- 
municated for immediate compliance : — 

“ I find that notwithstanding my previous orders continuation 
notes are still put up by some of the Seghas and they contain mere 
reproduction of letters received. I have several times invited 
attention to the fact that under the new’ constitution tlie main 
work of the Finance Department, so far as other offices are con- 
cerned, is to give their opinion on proposals that come to them on 
Guzarishes. It will be enough if in most eases the natures of the 
ease is given in about lialf-a-sheet of foolscap and below that a 
draft of the opinon that it is prop{)sed to record, which draft w'ould 
be then altered by me if I deem fit. Of course, if there is any big 
scheme which requires very detailed consideration, especially of 
figures, a full note w'ould be necessary^ but such cases are very 
few’ and whether a full note is necessary or not should be determined 
in most cases by the Secretary.” 

It will be remembered tliat myself and all the A.ssista«ts 
Secretary had the other day discussed as to the best w’ay in which 
the orders can be fully complied W’ith. I had tJien requested eveiy 
one of them to kindly favour me with a note as tc) how’ the classi- 
fication of files in a sega can be done with a view' to reduce excessive- 
ly large number of files that are formed and be able to trace out 
in the easiest possible manner the file according to the subject 
natter contained in the reference. 

It was further agreed that in future all Assistants will bring 
over papers to me personally rather than sending them up. 

If any difficulty is felt in understanding these orders or in 
putting them into effect, I hope the officers concerned will kindly 
come and take instructions. 

(Intd.) F. Y. J. 

27 - 11 - 32 . 
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The following is tlie programme w hich I propose provision- 
ally to fix for cases which I may have to discuss verbally w’itli 
my W’orthy Assistants 


Days 

^Revenue | 

J ! 

1 ! 

Adalat 

English 

Kuliat 1 

Pension 

Railway 

Saturday 

1 

. 12 to 1 

1 2 to 3 i 

• . 

. . 


4 to 5 

Sunday 



12 to 1 

2 to 3 

4 to 5 

. . 

Monday 

. . ! .do 

do 




I do 

’I'uesday 

1 


do 

do 

do 


Wednesday . . 

. . 1 do 

do 



. . 

do 

'i'hursday 

1 

1 

1 

i ; 

do 

do 

do 

! 
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This I circulate for information. In case urgent action is 
necessary, the Assistant Secretary concerned will kindly take 
steps to make a special appointment for the purpose and send on 
a chit to me. For ordinary cases he can wait for the fixed time. 


URGENT. 
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(Intd.) F. Y. .1. 

0-1-33 


The executive Council have decided today that their intention 
by the recent orders was not to bar sanction to necessary appoint- 
ments like Chowkidars, etc., for new Inspection Bungalows nor 
the continuance of a portion of a Riyayati allowance to destitute 
families of holders who were dead. These cases need not therefore 
be detained and if on any we have recorded the necessity of Council 
sanction, these might be withdrawn. 

24-10-23 (Intd.) A. H. 

18-1-33 
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When letters are drafted beginning with “ I am directed to 
say ” it is done when the letter is issued under the orders of 
H. F. M., H. P. or H. P. in Council. If such drafts are approved 
by the Secy, they should be signed by the Secretary himself in 
important cases or in his absence or in routine eases by the Assf;. 
Secretary “ For Secretary.” 
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Any letter i’ssucmI under tlie orders or at the reqiiest of Secy, 
should never use tlic words ‘ I am directed In that ease the 
usual form of ‘I h. li. to state ’ is to he adopted but at the end the 
A. S. w'ill sign for Secretary. 


(Intd.) F. Y. J. 

26-1-33 


Opinions on Guzarishes should always go out under F. S’s. 
signature — unless he is away on leave otherwise abscait. 


H. F. M. 


(Intd.) A H. 

29-1-33 


W. R. to the conversatitm we had just now may we exclude 
Court of Wards Guzarishes. 


(Intd.) F. Y. J. 

29-1-33. 


Yes please. 


(Intd.) A. H. 

29-1-33 
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The procedure for recording the Finance Department opinion 
on Guzarishes sent by department will in future be as follows : — 

1. The opinion should invariably be recorded in Urdu 
except when H. P. himself puts a query in Fjnglish in which case 
the reply will be in English and will be signed by H. F. M. 

2. Opinion should be recorded only after it is approved ' 
by H. F. M. 

3. Uncontroversial and routine opinions will be put in 
the Kaijiat column and will be signed by the Find. Secretary 
‘Hasb-e-TaJwiz 

4. Important Guzarishes for instance those which have 
to go through the Council or Guzarishes which involve eontrover- 
sial discussions will he piit for signature of H. F. M. 

5. Assts. are requested to carefully sec that the opinion 
is recorded in the proper column and then submitted for signature 
to the right quarter after initialling the fair copy as enjoined in the 
previous office order. 



6. If the Urdu opinion is approved by F. S. the transla- 
tion of the amendment should be put up before F. S. ]3efore it is 
submitted for signature of F. S. or H. F. M. 

7. As the practice exists ollice n'ill find it convenient and 
expeditious if even uhere noting is to be done in English or Urdu, 
the draft opinion in Urdu i'' put up simultaneously. 

(Intd.) A. H (Intd.) F. V. J. 

C-3-33 0-2-23 
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H. F. M, has ordered that pending notes and letters sliould 
not go inside the file board as this involves the risk of certain papers 
remaining undisposed of if once they slip notice or the slip “ For 
Orders ” is displaced. In future therefore only disposed of letters 
and note sheets would go into the body of the file ; undisposed of 
letters and notes will remain separate either at the top of the file 
cover or inside but care will have to be taken that these papers do 
jiot go out of the lile. These papers should be fixed with a tag 
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either inside the file immediately next to the fik' board or above 
the file board to prevent their being displaced. 
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(Intd.) F. Y. J. 
1 - 3 - 83 . 
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Although I am very careful in noting my engagements on my 
Engagement Block, I have found recently one or two cases in which 
this has not been done. In future whenever any meeting has been 
fixed up on a file, the branch concerned must see that there is a 
note in the margin by my P. A. or my Shorthand-writer that the 
engagement has been noted. Fshall hold the Sega responsible for 
seeing to this. It will be a further convenience if I am reminded 
of a meeting a day previous by the relevant file iieing put up to me 
separately and not in the dailj'^ box. 


6 - 1-21 
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(Intd.) A. H. 
3 - 4 - 33 . 


It has been brought to my notice that sometimes the members 
of the Office Co-operative Societies when they take loan they give 
written instructions to Sega Hisab asking for a certain portion of 
their salary to be deducted and made over to the Co-operative 
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Credit Society in adjustment of the advance taken, and later on 
they cancel their written instructions and demand the payment to 
be made to them and not to the Society although the Credit Co- 
operative Society makes the advances on the distinct understand- 
ing that the wTitten commitment made will be consistently carried 
out tilll the loan is paid out. In such cases I would suggest the 
Societies when taking a written undertaking to have an additional 
clause inserted that the instructions of the incumbent to the Sega 
Hisab will remain uncaucelled till the loan is paid olf. Further, 
in such cases any communications about their salary which office 
incumbent like to make to the Sega Hisab should be sent to the 
Sega Hisab through their Assistants. 


(Intd.) F. Y. J. 
25 - 5 - 33 . 
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If, both H. F. M. and I are to sit on a committee, the hie 
concerned should be specially handed over to me or to Mr. Kasim 
Sherif two days before the meeting. It should not be sent direct 
to H. F. M. as has been done in one or two instances so that after 
studying the file myself I can either take it personally to H. F. M- 
or send it on. 

(Intd.) F. Y. J. 

8-6-33 
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F. S. 


I shall feel obliged if you could kindly arrange for issue of 
orders on Firvians on the v'ery day they are received. 


26 - 12 - 24 . 


(Intd.) xV. H. 
22 - 3 - 31 .. 


Will all Assistants kindly note. The Firman received to-day 
should also issue to-day. Better put fair and draft together. 
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(Intd.) F. Y. J. 
11 - 4 - 34 . 


F. S. 

It has been brought to my notice that orders received from His 
Exalted Highness’ Peshi direct without the mediation of the' 
Hon’bh' the President are not after compliance sent up to him for 
information. Will you kindly sec that such orders are, after 
compliance, sent up ? 

(Intd.) A. H. 

30 - 4-34 
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Let llie above be circulated as an office order. 

(Intd.) F. Y. J. 
1-5-34. 

122 

I have repeatedly noticed the state of congestion of work in 
the branches under Mr. Bertie, Mr. Datar and Mr. Talib Ali Khan 
and 1 have now, after consulting the Financial Secretary, decided 
upon re-distributing the branches under them and to gis e work 
of a more financial character to Mr. Nasiruddin Khan as follows ; — 

Mr, Betiie, 

1. Mint Dept. 

Stamps Dept. 

Weights and jMeasures. 

2. Scholarships 

3. Electricity and Telephone. 

■t. Resource, Singareni Collieries 
Shahabad Cement Co., Alcohol 
Factory, and payments. 

5. Osniania Technical Institute and Workshop. 

Mr. Datar. 

1. Revenue Dept. 

2. Local Fund. 

3. General Administration (including Toshakhana). 

4. Jarida 

5. Amendment of Rules 

6. Issue of Circulars 

7. Accounts and Budget. 


Mr. Talib All Khan. 

1. Jagir, pensions, Mansabs and Yomiahs. 

2. Loan to Jagirdars. 

3. Land Compensation. 

4. Debt Commission. 

5. Court of Wards. 

6. Religious Department. 

Mr, Ansari. 

1. Adalat. 

2. G. B. and I. B. 

3. Development. 

4. Municipalitv. 

C. I. B. 



T7 


Mr. Nasiruddiu Khan. 

1. C'o-opevativc Societies. 

2. Commerce and Industries. 

3. Military. 

4. Medical. 

5. Veterinary. 

Mr. Inayat Hussain. 

1. Pension and compassionate allowances. 

2. Administration Report. 

Mr. Stracey. 

1. Railways. 

2. Stationery, furniture, dress, etc. 

3. Issue Branch 

4. General Record 

,5. General Majaria and Mousula 

6. Attendance. 


The Dy. Financial Secretary will thus also be relieved of work 
which should really fall upon the Registrar. 

Owing to the holidays all the arrears liave been cleared and 
now there has been a more equal distribution of work. I trust I 
shall in future always get reports of No arrears ” from all my 
Assistants. 

The files in each Sega, as for example, Adalat must be dis- 
tinguished by the particular Department to which they belong. 
Thus in future educational files should not be called “ Adalat ” 
but educational ” files ; in the same way Customs should not be 
called “ Revenue Dept ” but Customs ” file. 


28-4-25. 


(Sd.) HYDAR N. JUNG, 

25-7-34 F. 

True Copy. 


This Office order should be circulated to all Assistants. Segha 
Hisab and Kulliat will kindly say if this order involves splitting up 
of .existing Seghas — probably it docs not. I must have also a 
complete list of hands in each Segha. The printed list I notice 
has grown out of date. 

I think it would be best to enforce this order from 1st Thir 
1.384 F. I hope the Segha will be transferred from one charge to 
another absolutely without any arrears. As soon as Messrs. Ansari 
and Talib Ali return we should meet to discuss ho^v best the 
office order can be enforced. I fix Sunday 8 o’clock 29th Khurdad 
for the purp ose. 


(Intd.) F. Y, J. 
2d-7'84, 
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H. F. M. 

I had verbally represented, and were good enough to 
agree to save me from being flooded wdth too much routine work, 
that 2 measures might be adopted — 


1. Where draft opinion is in English and has been approved 
as siidh by H. E. IM. the English version will be typed on the de- 
partmental (luzarish but immediately below will be the translation 
over the signature of the Assistants Secretary. This will save me 
from the work of seeing all the translations which the Branches 
send up to me for confirmation. 


2. Witli reference to Court of Wards, delegation for dis- 
posal of routine work to the A. S. will be necessary as is done in 
case of Pension work. Only the budget of each estate and also 
big loan or maintenance cases will come up, and other routine and 
small matters which we receiv^e daily by scores the A. S. should be 
authorised to dispose of at his discretion, biit he would be res- 
ponsible to see that if there is any special point or expenditure, 
(\g., purchase of a motor car, etc., worth bringing to notice he will 
send up the case. 

I shall be obliged if this arrangement is authorised to be put 
into effect from 1st Thir, 


by 


The translations of Mr. Bertie’s Branch may be looked into 
Mr. Ansari. 

(Intd.) F.Y.J. 
28-7-31. 


As above with the following reservations (a) opinion in English 
will not be signed by me unless it has been entirely or mainly 
dictated by me (b) The translation of opinion which is likely to go 
up to His Exalted Highness should be approved of by Financial 
Secretary. 

The check of the translation of opinions of Assistant Secre- 
taries not knowing Urdu might be vested in the P. A. 


(Intd.) A. H. 

29-7-34. 


Please issue office order as above. 


(Intd.) F. Y. J. 
29 - 7 - 34 , 
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H. F. M. 

I would solicit the favour of a few more concessions to save 
me from being flooded with purely routine work, 

1. With reference to old railway shares, the A. S. in charge, 
Mr. Ansari, may be authorised to dispose of all cases finally. 
The work is absolutely of the same nature as arises in connection 
with the Government Promissory Notes for wliieli the Accounts 
have got full and free discretion. Mr. Ansari may put up eases 
only when a revision application is put up to re-consider the orders 
therein. 

2. Where the Financial Department is not finally com- 
mitted and certain deficiencies ha\'c to be completed, for instance, 
sending up a Guzarish instead of a letter or obtaining copy of the 
Accountant-General’s objection which is appealed against, it 
should be obligatfjry on the Assistants to carry on the necessary 
correspondence on their responsibility. These cases they slioufd 
not refer to me. 

3. Where papers have to be filed the Assistants should not 
send them up to me except where certain action was contemplated 
under higher orders and the nature of the reply received was that 
no further action was necesary. Other file up orders should be 
absolutely within the competence of the Assistants, In fact, 
this work is usually left in most offices in British India to Superin- 
tendents, 

(Intd.) F. Y. J. 

30-7-31-. 

I agree but with regard to para. 3 I shall hold Assistant Sec- 
retaries responsible for seeing that they do not order filing in cases 
where further action — even a reminder was necessary — in case 
of any doubt they should take Financial Secretary’s order. 

(Intd.) A. H, 

31-7-34, 
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T find that there are sometimes very urgent cases, whicli 
should if possible be disposed of at once, which are yet kept in my 
box to be disposed of the following morning. I should like such 
cases to be sent in at any time during the course of the day when 
I am working, preferable with a message to my Personal Assistant 
that the file requires my immediate attention, in which case he 
will bring it up to me personally however I may be engaged. 

(Intd.) A. H. 

8-5-25. 3-8-34. 

Discussed with H. F. M, This refers to non-Financial cases 
like scholarship, etc., which sometimes Assistants send up direct. 
Financial cases come to me first and submit then to H. F. M. 

(Intd.) F. Y. J. 

4-S-34. 


127 

1, The procedure for submission of papers to Hoii’ble 
the Finance Member during Financial Secretary’s leave in 1331 F. 
is laid down in office order dated 2nd Bahmon 1331 F. (marked L) 
in the order book. 

2. During the period of Financial Secretary’s illness and 
subsequently of Accountant-General’s OlGice inspection by Finan- 
cial Secretary there was a slight deviation from the procedure 
laid down in the above office order — cases of intermediate enquiry 
or small matters finally settled were also sent after settlement 
to P. A. who after examining them brought some to the notice of 
Jlon’ble the Finance Member and returned the rest. 
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3, Orders are solicited as to the procedure which may be 
adopted during the present leave of Financial Secretary— as some 
assistants are in doubt as to the exact procedure to be folbjwed. 

(Iiitd.) V. M. D. 
18-8-84. 


Submitted for fav^our of orders. 


F. Y. J. 
18-8-84. 


128 

I find that although due dates for the submission of statements 
have long elapsed yet no intimation is giA^en to me of the fact. 
Take for instance the half-yearly arrears statement due to the 
Hon’ble the President. It is more than ov'^er 2 months overdue 
and yet they have not been received in a complete form to be sub- 
mitted to him. In future with regard to six-monthly or annual 
statements the Sega responsible for the submission of the state- 
ments should submit a note one month before hand as to what 
data are yet incomplete and take prompt measures for obtaining 
them, and three weeks before the due date the matter must be 
reported to the Secretary, Avho will take every possible step, Avhether 
by telephonic message or D. O. letter or otherwise, to haA^e the 
data in time. A fortnight before the due date tlie statements 
must be submitted to the Member in charge with a note as to Avhat 
data are still incomplete and AA-ho is responsible for it. In the case 
of monthly statements the same procedure should be observed : 
only instead of one month, 3 weeks and 2 Aveeks, it should be res- 
pectively, 10 days, 7 days and 4 days. 

(Intd.) A. H. 

27-6-25. 24-9-34. 
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H. F. M. 

I would solicit the faA'our of a fcAA' more concessions to save 
me from being flooded AAuth purely routine Avork. 

1 . With reference to old railAvay shares, the A. S. in charge, 
Mr. Ansari, may be authorised to dispose of all cases finally. The 
work is absolutely of the same nature as arises in connection with 
the GoA^ernment Promissory Notes for AA'hich the Accounts have 
got full and free discretion. Mr. Ansari maj- put up cases only 
when a revision application is put up to reconsider the orders 
therein. 

11 
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2. Where the F, D. is not finally committed and certain 
deficiencies have to be completed, for instance, sending up a 
Guzarish instead of a letter or obtaining copy of the A. G’s. objec- 
tion which is appealed against, it should be obligatory on the Assist- 
ants to carry on the necessary correspondenceontheirresponsibility. 
These eases they should not refer to me. 

S, Where papers have to be filed the Assistants should 
not send them up to me except where certain action was contem- 
plated under higher orders and the nature of the reply received 
was that no further action was necessary. Other “ file up ” orders 
should be absolutely within the competence of the Assistants. 
In fact, this work is usually left in most offices in British India to 
Superintendents. 


(Intd.) F. Y. J. 

30-7-34 F. 

I agree but with regard to para. 3 I shall hold Assistant Sec- 
retaries responsible for seeing that they’^ do not order filing in cases 
where further action —even a reminder was necessary. In case 
of any doubt they should take F. S’s. orders. 
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(Intd.) A. H. 

31-7-34. 


I find that there arc sometimes very urgent cases, which should 
if possible be disposed of at once which are yet kept in my box 
to be disposed of the following morning. I should like such cases 
to be sent in at any time during the course of the day when I 
am working, preferably with a message to my Personal Assistant 
that the file requires my immediate attention, in which case he 
will bring it up to me personally however I may be engaged. 

(Intd.) A. PI. 

3-8-34 P'. 

Discuss with H. F. M. This refers to non-financial cases like 
Scholarships, etc., which sometimes assistants send up direct. 
Financial cases come to me first and I submit them to H. F. M. 
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(Intd.) F. Y. J. 

4-8-34. 


Instead of keeping applications for alteration of birth dates 
until the general question of devolution of our powers is settled 
we had better decide any cases that come up in accordance with 
the existing powers. As soon as the President’s sanction to the 
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devolution of powers is received we shall cease to exercise them. 
In this connection ve liave to consider whether we can devolve 
ourselves of those powers as they arc under H. C. S. R. and whether 
His Exalted Highness’ sanction would not be required. 


1 - 7 - 25 . 


(Intd.) A. H. 


26 - 9 - 34 . 


132 

1 belie v^e I have in a pre\'ioiis office order desired that drafts 
which are passed by the Financial Secretar\ should be headed in 


English from (the Financial Secretary’s name) or 

in Urdu Aztarf (the Financial Secretary’^- name) ; 


but drafts which are not passed by him should he headed simple 
from the Financial Secretary or Aztarf Motamar-i-Finance, without 
the name of the Financial Secretary. This will enable office', 
receiving the letters to ascertain whether the communication 
received by them is with the knowledge and approval of the Sec- 
retary or not. I find that although the Financial Secretary 
is away on leave, letters are issuing, at least in the English Branch 
in his name, which is irregular. 


9 - 7 - 25 . 


(Intd.) A. H. 


3 - 10 - 34 . 


133 

With regard to scrutinizing the demands for extra grants by 
the different departments for the next departmental contract, 
the following principles should as far as possible be observed : — 

(a) The Audit and the Finance departments must see 
whether the grounds given for the expenditure for which extra 
grants are asked for are sufficiently strong to justify grants for such 
expenditure. In other words, .such demands should be subjected 
to the same scrutiny as what they would have been subjected to 
under the system before the departmentalization scheme. 

(b) If after this scrutiny we consider that the grounds for 
the grant are cogent we should try and see whether it cannot be 
met by cutting down other grants so as not to raise the Major 
Head total beyond the figure of the last contract. For this purpose, 
the applications for re-appropriations in the last departmental 
contract should be studied to see how far they were really for un- 
avoidable expenditure, and not for giving concessions in the form 
of allowances, increase of pay, compassionate pensions, etc, 
which could have been avoided. 
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Briefly all demands for extra grants must be lirst scrutinized 
to see whether they are for legitimate objects and then provision 
therefor found by cutting down grants for expenditure that could 
hare been avoided or that is not being fully incurred. 

9-7-25. (Intd.) A. H, 


3'l()-34. 


134 

Very often F. D’s. opinion is asked for a matter in which the 
final sanctioning authority is either the Member in charge or the 
Hon’ble the President. In these cases T always expect a proper 
Guzarish to be sent to us and if it has not been so sent, 1 want 
the office note to specifically say that the enquiry is by letter and 
not by Guzarish, and it should always be verv carefully scrutinised 
whether from the very beginning we should not before proceeding 
further ask the case to be sent up to us in Guzarish form. 


21-7-25. 


135 

I find that in submitting statements in English there is a deal 
of unnecessary writing which not only takes up time and space, 
but makes the whole statement less clear than what it would other- 
wise have been. For instance, I have just now before me a state- 
ment of the clerks in the Hon’ble the President’s office showing 
the pay which they had at different times. Now the word “ Rs.” 
has been repeated against each of these entries and also a line 
drawn after each entry thus : — 

Rs. 125 Rs. 75 etc., 

\vffiere as it would have been much more clear and taken much less 
time if simply “ Rs ” has been placed on the top of the form once 
for all and no line drawn after each figure and the entries as made 
follows : — 

Rs. Rs. Rs. 

128 75 etc. 

Also usually it is not necessary to give annas and pies in the 
case of such translations, unless these fractions are necessary for 
the understanding of the ease. 

Fin-ance Office, (Intd.) A. H. 


13-9-25. 


8-12-34. 
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136 

Now that Mr. Stracey has come back will the Deputy Fiuancial 
Secretary kindly arrange to give effect to the orders I have already 
passed to make over the work with regard to Stationery, etc 
to him, so that at least from the 1st of Azur, the Deputy Financial 
Secretary might not have this -work which interferes naturally 
with bis more important duties ? 


12-9-1925. 


(Intd.) A. H. 

7-12-34 F. 


137 

In office order dated 5-1-33 time and days were fixed for 
Assistants to personally discuss Bring Up cases with the Secretary. 
In supersession of that, offiee order it is no\v requested that every 
Assistant will in future kindly send up his chit daily noting therein 
if any of his cases requires immediate disposals. i These chits 
should as a rule reach me by 1 o’clock at the latest. After that 
chits should be' sent only for special cases that must be disposed 
of in the course of the day. 


(Intd.) F, Y. J. 


11-12-84. 


F. S. 
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I find that the rule which is so rigidly follow'ed in British 
India and w'hich is also prescribed here about every proposal for 
any alteration in the strength and the pay of establishment being 
accompanied by proposition statements verified by the Accountant 
General, is not rigidly followed. I should like general orders being 
issued pointing out that the Finance Department will not be res- 
ponsible for any delay in the disposal of a proposal if it is incomplete 
in this regard. 


25-5-25. 


(Intd.) A. H. 

19-12-34. 


Let this be circulated as an Office Order to all Branches and 
let a Circular letter be issued to all Secretariats. 

(Intd.) F. Y. J. 


23-12-34. 
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1. I propose leaving tins for Simla tomorrow morning. 

2. Papers for Saturday and Sunday should leave here on 
Monday the 12th October to be directed to Kalka, C/o Station 
Master and papers for Tuesday, Wednesday and Thursday to 
Manmad. 

3. Papers for information need not be sent to me, but kept 
witli a list and submitted to me on my return. 


7-10-25. 


(Intd.) A. H. 

2-1-35. 


k This may be circulated. Paper on which I put down the 
words H. F. M. WILL BE DEALT WITH as in para 8. 
For information. 

(Intd.) F. Y. J. 

2-1-35. 
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All communications addressed to the Public Works Secretar}?, 
Irrigation, Buildings and Communications, Telephone, etc,, issued 
under the signatures of x\ssistants Secretary should be signed 
“ For Financial Secretary.” 


(Intd.) F. Y. J. 

7-1-35 F, 


141 

I think I have already once recorded an order and I wish to 
repeat my desire again, that when cases are sent up to me the 
Assistants Secretary wdll kindly note down in the margin in their 
own hand-writing at the end of their note as to whether according 
to the standing orders and existing practice the case is to be finally 
settled by me or it has to be submitted to H. F. M. or it has got to 
go to H. P., or it will require H. E. FPs. sanction. I shall be ex- 
tremely obliged if this order is invariably complied with. 

(Intd.) F. Y. J. 


9-1-35. 
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142 

1. I think the Record Department and the Kulliab ought to 
have a brief statement showing what w'ere the diflerent Segas 
in the office from time to time according to which the records have 
been kept and wffiat were the departments comprised under each 
so that the relevant record about any particular case or department 
could easily be traced. 

2. From this year I think there should be a clue to the Budget 
Head in the number of every file. The best course would be to 
give the Budget head as the denominator in the file number. Thus, 
5/X will mean file No. 5 relating to X Paper Cux’rency. File 
No. 7/N. will mean, file No, 7 relating to N. Reserves, 

3. Also the different Segas under each gazetted officer must 
show the budget heads which they are in ciiarge (jf. 

21-10-25. (Intd.) A. PI. 

16'1-S5. 


Sega Kulliat, Please issue it as an Office Order. 


No. 4 

F. S. 


(Intd.) F. Y. J. 

17-1-35. 
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Mr. Khm'shid Ah has agreed to Atiyat going over to iiim, 
as it ought to, owing to the intimate connection of that Branch 
with the Dewani and Mai records and the superior knowledge 
which the Nazim should have of the import of diherent P'irmans 
and orders in the Records. 


Mr. Laikatullah will in that case take over the Fouj Branch 
of Mr. Nasiruddin Khan and the Commerce and Industries Segah 
might for the time being go to Mr. Datar until Mr. laakatullali 
reports that he can take it over. 

If you agree kindly issue orders accordingly or please sjaeak. 

(Intd.) A. H. 

21-10-25. lG-1-35. 


Segah Kulliat. Please issue Office Order. This would come 
into force from Saturday. 


(Intd.) F. Y. J. 
17-1-35. 



No. 7 


144 


Since the last office order some branches have started doing it, 
but as the practice has not been universally adopted in the office 
I would like once more to draw attention to the fact that, in settling 
as to whether a case is to be disposed of by myself or by H. F. M. 
or is to be submitted to Hon’ble the President or Honb’le the Presi- 
dent in Council or His Exalted Highness, I require the assistance 
of my worthy Assistants Man is liable to err and if the whole 
thing depends on my unaided judgment there is no chance of a 
mistake having been made being rectified. It is therefore necess- 
ary that all notes must state in the margin opposite the initials of 
the gazetted officer as to whether, in the opinion of the Asst. Sec- 
retary according to the standing orders or existing practice a 
case is to be disposed of by me or has to be submitted to Hon’ble 
the Finance Member, and if any higher sanction is required which 
sanction that would be. I hope I shall not have to remind again 
about compliance with this. 


(Intd.) F. Y. J. 


23-1-35. 


No. 8 


145 


I am not receiving the progress report on the Inward Hiary 
Register for some time. It is requested that all the Assistants 
will kindly impress upon their Segas that the progress report 
must be put before me on due dates. 


(Intd.) F. Y. J. 

26-1-35. 


146 

No. 9 

In superssesion of Office Order dated 20th Dai 1834 F., 
F. M. has allowed that the attendance registers of clerks of the 
linaneial Department will in future be kept on the tables of the 
Assistants Secretary of their respective segas daily and no clerk 
should be allowed access to the attendance register after 11-10 a.m. 
or sign up after that time without the knowledge of the Asst. Sec- 
retary concerned. 

Each Asst. Secretary is required to maintain a register of 
late arrival and submit the same at the end of every month through 
me for the information of H. F. M. 


29-2-35. 


(Intd.) F. Y. J. 
F. S. 
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No. 10 

When H. F. M. writes “ Seen ” on any Inward letter, or Office 
Note for orders, or on anv draft for approval, the letter should not 
issue under H. F. M’s. “ Hasbul Hukhum.” 


(Intd.) V. M. D. 
3-9-35. 


148 


No. 12 

I find that notwithstanding niy repeated orders Arzdashts 
do not mention the Members present in the Council, the decision 
of which is quoted in them. This should invariably be done. 


8-7-26. 


(Intd.) A. H. 
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No. 14. '2Uh Ahan. 1335 F. 

All peons of the MAJARIA should report themselves to Mr. 
Mohamed Yusuf daily for orders. 

One delivery will be made at 12 Noon of letters received by 
MAJARIA SEGA and those undelivered overnight. This peon 
will return to office after delivering letters. 

Another delivery will be made at 3 p. m. This peon will 
return by 5 o’clock. 

Except URGENT letters, there will be no delivery for the 
next day. 

One peon will be told off for Urgent letters received in the 
evenings. In such cases a certificate should be forwarded to the 
Superintendent in charge of MAJARIA SEGA which will be signed 
by the P. A. or by the Assist. Secretary in charge of the Sega or 
by the Peshi Muntazim of F. S. that the letter concerned is of such 
urgency that delivery must be made in the couse of the evening. 
These letters only will be those for which special arrangements 
must be made by the Superintendent, Majaria. 

(Intd.) A. C. B. 


11-12-35. 
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No. 1. 


mh Dai 1336 F. 


150 

Seghas shoold note that the Scholarship Committee, has 
decided that all cases of scholarships required by the Departments 
to train up in India men and especially those already in their 
departments should be initiated by the Departments concerned 
and then considered by the Financial Department in the same 
way as any other proposal for departmental expenditure, if it is 
prepared to find funds from the Departmental grant, and not by 
the Scholarship Committee but the scholarships to outsiders, i.e., 
for persons not in Government service, which may come from His 
Exalted Highness or elsewhere for report should be dealt with by 
the Scholarship Committee. 


(Iiitd.) F. Y. J. 

12-2-36. 

151 

No. 2. I6th Dai, 1336 F. 


The II. F, M. directs that in cases in w’hich drafts of letters to 
be issued by the English Mail are required to be previously approv- 
ed by cither the H. F. M. or F. S. or both, the Assistant Sec- 
retary in charge should kindly bring the draft personally to their 
notice. 

(Intd.) F. Y. J. 

13-2-36 F. 

14-2-36. 


No. 4, 


18-3-86. 


152 

When D. Os. are addressed to Nawab Sir Amin Jung Bahadur, 
they should be .superscribed as below : — 

Dr, Nawab Sir Amin Jung Bahadur, 

K.C.I.E., C.S.I., LL.D. 


(Intd.) F. Y. J. 

17-3-36. 


153 

5so. 5. 18-3-36. 

The Hon’ble the Finance Member directs that in future all 
Bab-i-Hukuraat ordres be issued only over the signature of an 
Officer not below the rank of an Assistant Secretary. 


(Intd.) F. Y. J. 
18-3-36, 
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9 

154 


As ordered by {he Hon'bJe the Finance Member. 


In future the Asstl. Financial Secretary’s powers for making 
acting appointments are only with reference to short leave vacan- 
cies. 


No. 9 


(Intd.) F. Y. J. 
24-4-36. 

155 


In supersession of Office Order dated 20th Dai 1334 F., H. F. M. 
has allowed that the attendance registers of clerks of the Financial 
Department will in future be kept on the tables of the Assistants 
Secretary of their respective Seghas daily and no clerk should be 
allowed access to the attendance register after 11-10 a, m. or sign 
up after that time without the knowledge of the Assistant Secre- 
tary concerned. 


Each Assistant Secretary is required to maintain a register 
of late arrivals and submit the same at the end of every month 
through me for the information of H. F. M. 

(Intd.) F. Y. J. 

29-2-35 F. 

F. S. 

No. 9 

156 

During the absence of the Finaticial Secretary I should like 
the following rules to be strictly observed : — 

1. Papers which would have gone for disposal of F. S. alone 
should continue to be marked “ F, S. ” and decide whether they 
should issue on the authority and responsibility of the Assistant 
Secretary or not. In the former case I shall put a circle round 
“ F. S. ” w'hich means that the case is issued and disposed of on the 
authority of the Assistant Secretary and the words “ Hazbiil 
hukum ” or “ Hazbe Tajwiz ” should not be entered in the orders 
or the opinion. 

2. Those which should come to F. M. in any case, should be 
marked “ F. S., ” F. M. ” and I shall of course go through them” 
and orders will be issued on my responsibility “ Hazbui hukum” 
or “ Hazbe Tajwiz ” or under my signature. 

3. In other words the marking of the cases should be as 
heretofore and the disposal should follow the lines of previous 
arrangements as embodied in Office Order dated 2-3-31 modified 
by Office Order dated 18-8-34. 

19-4-27 (Intd.) A. H. 

14-7-36. 



0 
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No. 10 

Assistant Secretaries will be present at the Council Hall 
whenever any financial case with w'hich they have dealt comes up 
before the Council. For this purpose they must always consult 
the Agenda with the P. A. on the Saturday previous or if the 
Agenda Jla^*c not come by that time, by the Sunday. 


21-1-27. 


(Intd.) A. H. 

19-7-36. 
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No. 11 

I should like very much all Assistant Secretaries to bring up 
bring up eases ’’ the same day that T have noted on them as 
then the points T should like to personally discuss with them arc 
fresh in n\y mind. 


1-5-27. 


(Intd.) A. H. 
26-7-36. 
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No. 12 

I ha\ e repeatedly ordered, if I remember aright, even by my 
office order, but certainly on office notes, that in all notes, 
letters and Arzdashts, the dates should invariably be entered so 
that I could follow the chronological sequence of the case and know 
what interval there was between two stages and how long it was 
(which is important in Atiyat cases) that any particular action, 
which should have been taken, had been taken. 


31-3-1927. 


(Intd.) A. H. 

25-8-36 F. 
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No. 15 

Mr. Inayat Hussain is retiring from the 16th Shahrawar, 
and Mr. Ghulam Dastagir of the Pension Branch is also on pro- 
longed lea^’c. It is necessary therefore that suitable arrangements 
for the work of the Pension Branch should be made. It has also 
applied for extra men. The best and most economical arrange- 
ment that I can think of to place that Branch in charge of Mr. Syed 
Omer, with Mr. Nainiuddin of the Kulliat Branch as Superinten- 
dent i.e., Mr. Braw Pao of the Kulliat Branch will go to the Mili- 
tary Branch relieving Mr. Syed Ahmed, who will be available for 
translation work in the Railway and Administration Branches in 
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consequence of Mr. Mujib Ahmed’s leave. ' There remains then 
two men in the Kulliat Branch one would be given to the Pension 
Branch and the other Kushnavis to M’ork upstairs in my Peshi. 
The work of the Kulliat Branch will now be done by the respective 
Segas. Any question of really general character can be referred 
to and if necessary, dealt with by the Accounts Branch. 

This order will be with effect from 1st Share war 1336 F. 


18-6-27. 


(Intd.) A. H. 

12-9-36. 


\yit'h reference to proposal for renewal of allowance 
stopped under His Exalted Highness'’ Firmans in 1334. F. all 
segas should note that : — 

{a) We should support renewals of sanction of allowances 
only in those cases in which the Commission on allow- 
ances in their report dated 21,st Thir 1334- F, (Kulliat 
File 83 '3 of 1334 F.)thought an allowance justifiable. 

(b) We should insist on Itilai Arzdasht if an allowance is 
to be paid from the date of stoppage and consider 
the renewals from the date of sanction to be within 
the competence of Hon’ble the president. 


(Intd.) F. Y. J. 
8 - 4 - 37 . 
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No. 1 

I am classifying papers that must be submitted to II. F. M‘ 
under three headfs — (1) routine, (2) ordinary and (3) extraordinary. 

With reference to routine case.s, the office win take action 
immediately on the orders that I passed these files, after H. F. M. 
completely recovers, will be sent up in small batches for H. F. M. 
to look at. 

Ordinary cases are those which are a little more important 
than the routine cases but which need not be delayed till H. F. M. 
is fit to take up work. In these cases I .shall record orders in ac- 
cordance with the general policy of H. F. M. in such cases. They 
will also be submitted in batches or all together accordingly as 
H. F. M. directs. 



class (3) refers to cases on which H. F. M.’s orders have to be 
taken before we can address the departments concerned. A list 
of these cases must be ready in each Segah and kept complete 
from day to day so that, on recovery, or, in very urgent cases if 
necessary earlier, these lists may be submitted to H, F. TVI. so 
that he may scan through and pick out those cases which he may 
be inclined to look into. 


(Intd.) F. Y. J. 


26-5-37. 
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No. 11 

I had in my previous Office Order stated that papers to be 
submitted to H. F. M. will be in three classes : — 


(1) Routine (2) Ordinary (3) Extraordinary. 

Papers class (3) will start going from to-day. Please act 
accordingly. 


(Intd.) F.Y. J. 


28-5-37. 
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No. 12. Ardibehist 1337 F. 

. H.F.M’s. orders in Mai. Br, File No. 14/26 of 1327 F. 

It mUvSt be strictly observed that in future if we allow the 
Secretariat or the Nizamat scale (to officials in offices other than 
Secretariats or Nizamats) we should say that it will be subject 
to all the conditions imposed by the Salaries Commission on that 
scale. 

165 

No. 14. 22nd Kkurdad 1337 F. 

When Agenda and proceedings of committees are received in 
which both F. S. and H. F. M. are members, separate file should be 
made for both officers for facility or reference. They may be 
treated different parts of the same file. 


(Intd.) F. y.J. 


Sl-7-37. 
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No. 15. 


26-7-1837 P. 
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{File No. 16.3 o/1334 FasU P. W. Segah). 

1. Instructions had been given in Office Order dated the 
6th I>ai 1333 P., that when opinion was to be recorded on important 
Guzarishes e.g., those which have to go up to the Council or Guza- 
rishes which involve controversial discussions the fair copies should 
be put up for signature of H. F. M. H. F, M. has however now 
kindly agreed that only those Guzarishes need be sent up which 
H. F. M. specially wants to sign himself and as to which he will 
order on the draft, and also where the F. S. in view of the special 
importance of the case directs by written orders that the opinion 
be put up before H. F. M. for signature. 

2. Whenever an opinion has to be recorded in English and 
has to be signed by the Secretary and the opinion is based on orders 
of H. F. M. it should usually be prefaced by saying “ The Hon’ble 
the Finance Member thinks or “ In the opinion of the Honb’le 
the Finance Member ” or something like this wffiich should at once 
show before the opinion is read that the opinion recorded is under 
orders of the Hon’ble the Finance Member. 


3. The present practice of the Deputies and Assistants Fi- 
nancial Secretary signing opinions and Guzarishes “ For F. S.” 
when F. S. is busy in the Committee — or is absent on short leave 
is confirmed. 


(Sd.) FAKHR YAR JUNG, 

25-7-1337 F. 
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H. F. M. 

I had verbally represented, and you were good enough to 
agree to same from being flooded with too much routine work, 
that 2 measures might be adopted— 

1. Where draft opinion is in English and has been approved 
as such by H. F. M. the English Version will be typed on the de- 
partmental Guzarish but immediately below will be the translation 
over the signature of the Assistants Secretary. This will save me 
from the work of seeing all the translations which the Branches 
send un to me for confirmation. 



DC 

2. With reference to Court of Wards, delegation for disposal 
of routine work to the A. S. will be necessary as is done is case of 
Pension work. Only the ljudget of each estate and also big loan 
or maintenance cases will come up, and other routine and small 
matters which we receive daily by scores the A. S. should be autho- 
rised to dispose of at his discretion, but he would be responsible 
to see that if there is any special point or expenditure e.g., purchase 
of a motor car etc., worth bringing to notice he will send up the 
case. 


I shall be obliged if this arrangement is authorised to be put 
into effect from 1st Thir. 

The translation of Mr. Bertie’s Branch may be looked into 
by Mr. Ansari. 


(Intd.) F. Y. J. 

28-7-34 F. 


As above with the following reservations (a) opinion in Eng- 
lish will not be signed by me unless it has been entirely or mainly 
dictated by me (/;) The tranlsation of opinion which is likely to 
go up to His Exalted Highness should be approved of by Financial 
Secretary. 

The check of the translation of opinions of Assistant Sec- 
retaries not knowing Urdu might be vested in the P. A. 

(Intd.) A. H. 

29-7-34. 

Please issue office order as above, 

(Intd.) F. Y. J. 

29-7-34; 
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The procedure for recording the Finance Department opinion 
on Guzarishes sent by departments will in future be as follows : — 

1. The opinion should invariably be recorded in Urdu except 
when H. P. himself puts a query in English in which case the reply 
will be in English and will be signed by H. F. M. 

2. Opinion should be recorded only after it is approved by 

H. F. M. - rr .7 


3. Uncontroversial and routine opinions will be put in the 
Kaijiat column and will be signed bv the Find Secretary 
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4. Important Guzatishes for instance those which have 
to go through the Council or Guzarishes which involve controversial 
discussions will be put for signature of H. P. M. 

5. Assistants are requested to carefully see that the opinion 
is recorded in the proper column and then submitted for signature 
to the right quarter after initialling the fair copy as enjoined in the 
previous office order. 

6. If the Urdu opinion is approved by F. S. the translation 
of the amendment should be put up before F. S. before it is 
submitted for signature of F. S. or H. F. M. 

7. As the practice exists office will find it convenient and 
expeditious if even where nothing is to be done in English or 
Urdu, the draft opinion in Urdu is put up simultaneously. 

(Intd.) A. H. (Intd.) F. Y. J. 

6-3-33. 6-2-33. 
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No, 16. 2-8-1337 F. 

To safe -guard against omission or delay in Accountant 
General’s Office in sending necessary statements every branch 
should make out a list of all the statements which under orders 
or established procedure are received by the Finance Department 
and when they send their 10 days’ progress report on the 10th 
of each month they should say which statements have been 
received and which have not, and in latter case, what action has 
been taken by them. 


(Intd.) F. Y. J. 

11-8-1337 F. 
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No, 3 

F. S. 


I had in an office order laid down that opinions which I v/anted 
to issue under my signature would be marked by me definitely 
as such, I think it will be sufficient if below my initials I put 
down merely F. M. ” which could then indicate that the opinion 
on the Guzarish or the fair copy of the letter should issue undei my 
signature. 


(Intd.) A. H. 


27-10-28, 


22-1-38. 
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Q 2C)th Azuf 1338 F , 

All the Segas should be in a position to be able to state at a 
minute’s notice as to how much sanctions from Reserves with 
respect to every department have been (1) agreed to by the Finance 
Department and (2) actually ordered to the Accountant-General 
It will be necessary for the Sega to keep a small register m detail 
of each department. The Superintendents of the Segas are made 
personally responsible to see that the registers remain posted 
correctly and up to date. 

(Intd.) F. Y. J. 

26-1-38. 




